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THE OBJECTIVES OF THE PROJECT, CONDUCTED DURING THE 
PERIOD SEPTEMBER 20, 1965, TO MARCH 15, 1968 WERE TO (1) 
DETERMINE THE EDUCATIONAL NEEDS OF THOSE FERSONS WORKING AS 
SCIENTIFIC SECRETARIES, (2) DEVELOF AN INSTRUCTIONAL PROGRAM 
TO MEET THESE EDUCATIONAL NEEDS, (3) CONDUCT A PILOT TRAINING 
PROGRAM TO TEST THE ADEQUACY OF THE INSTRUCTIONAL FROGRAM, 

AND (4) DETERMINE THE CRITERIA AND EVALUATIVE INSTRUMENTS FOR 
PREDICTING THE SUCCESS OF PERSONS TO BE TRAINED. EDUCATIONAL 
NEEDS WERE DETERMINED THROUGH A REVIEW OF LITERATURE, A 
SURVEY OF EXISTING SPECIALIZED SECRETARIAL TRAINING PROGRAMS. 
AND OBSERVATIONS, INTERVIEWS AND A QUESTIONNAIRE STUDY OF 
PERSONNEL IN 118 SCIENCE-RELATED ORGANIZATIONS IN 25 
DIFFERENT STATES AND THE DISTRICT OF COLUMBIA. A PILOT 
TRAINING PROGRAM FOR 46 TRAINEES, CONSISTING OF 320 
CLOCK-HOURS OF INSTRUCTION, BASED ON CRUCIAL TASKS IDENTIFIED 
IN THE STUDY WAS CONDUCTED AND EVALUATED. IT WAS FOUND THAT 
SCIENTIFIC SECRETARIES HAVE SPECIAL EDUCATIONAL NEEDS FOR 
DEVELOPING KNOWLEDGE AND SKILLS IN BASIC GENERAL SCIENCE, 
SCIENTIFIC AND TECHNICAL TERMINOLOGY, MATHEMATICS, TECHNICAL 
TYPING (EQUATIONS, SYMBOLS, AND FORMULAS) , AND TECHNICAL 
SHORTHAND. THE TRAINEES ACHIEVED SIGNIFICANT IMPROVEMENT IN 
KNOWLEDGE AND SKILL ON 16 OF 20 PRE- AND POST-TEST MEASURES 
(.05 LEVEL) AS A RESULT OF THEIR EXPERIENCE IN THE PILOT 
TRAINING FROGRAM. IT WAS CONCLUDED THAT IT APFEARS POSSIBLE 
TO PREDICT WITH CONSIDERABLE ACCURACY THE DEGREE OF SUCCESS 
WHICH ADULT WOMEN WILL ACHIEVE IN A FORMALIZED TRAINING 
PROGRAM FOR SCIENTIFIC SECRETARIES. EXTENSIVE AFFENDIXES 
INCLUDE CATALOG DESCRIPTIONS OF EXISTING TRAINING PROGRAMS, 

THE PROJECT EVALUATION, PROJECT DATA, AND CURRICULUM GUIDES 
FOR SCIENTIFIC SECRETARY TRAINING PROGRAMS FOR SECRETARIAL 
SKILLS, ENGLISH, MATHEMATICS, AND SCIENCE. (PS) 
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INTRODUCTION 



Background of the Project 

The impact of rapidly expanding scientific knowledge and its 
technological application presents a major challenge to education 
for the development of programs that will train competent persons 
to perform increasingly specialized and complex tasks in our 
modern science-oriented world. Secretarial education is no excep- 
tion in the general trend toward greater specialty and complexity, 
as illustrated by the prior development of acceptable training 
programs to prepare persons for jobs as "medical" and "legal" 
secretaries. 

By virtue of being located within a rapidly growing scientific 
complex (including basic research, engineering design, and commercial 
production) in the immediate Denver-Boulder area, certain faculty 
and staff members of the University of Colorado perceived a need for 
specially trained persons to provide secretarial services for 
scientists and engineers. Consequently, in May of 1965, these 
University staff members collaborated in the preparation and sub- 
mission of a proposal to the U. S. Commissioner of Education, under 
the provisions of Section 4 (c) of the Vocational Education Act of 
1963, for the development of an experimental program to train 
"scientific" secretaries. The proposal was subsequently approved 
to provide funds to conduct a research and development project during 
the period September 20, 1965, to March 15, 1968. 

An Advisory and Supervisory Committee composed of University 
faculty and staff members was established to assist with the general 
planning and supervision of the project. Individually, the 
Committee members conducted and supervised those research and 
developmental activities appropriate to their respective special 
fields. Research and teaching assistants were appointed to assist 
Committee members in carrying out the several phases of the project. 

A part-time secretary was employed to provide required secretarial 
services. 



Definition of the Problem 

Briefly stated, the problem in this project was to determine 
whether or not there are special skills and knowledge required of 
the secretary working in a scientific setting and, if so, to deter- 
mine whether or not an instructional program specifically designed 
to meet the specialized educational needs of scientific secretaries 
would, in fact, provide these skills and knowledge to persons with 
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appropriate ability and motivation. Criteria for the selection of 
trainees who could successfully complete such an instructional 
program also were studied. 

Objectives of the Project 

In order to study the problem as defined above, the following 
objectives were established for the project: 

1. to determine the educational needs of those persons working 
as scientific secretaries in relation to the requirements 
of their employers; 

2. to develop an instructional program to meet the educational 
needs of scientific secretaries; 

3. to conduct a pilot training program to test the adequacy 
of the instructional program, including a follow-up eval- 
uation of the trainees* on-the-job performance; and, 

4. to determine the criteria and evaluative instruments for 
predicting the success of persons to be trained for employ- 
ment as scientific secretaries. 

It was anticipated that, if successful, this experimental 
project would have at least the following beneficial outcomes: 

1. it would assist interested and capable individuals to 
obtain specialized training which would enhance their 
employability as secretaries; 

2. it would provide the impetus and guidelines for community 
colleges, area vocational schools, business schools 8 and 
related educational agencies throughout the nation to 
conduct similar programs to train scientific secretaries; 
and, 

3. it would facilitate the work of scientists and engineers 
by providing them with specially trained and competent 
supporting secretarial services. 

It is within this frame of reference that the various research 
findings, instructional materials, conclusions, and recommendations 
which have resulted from this project are set forth in the ensuing 
sections of this report. 
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II 



METHOD 



Determining the Educational Needs of Scientific Secretaries 
Review of related literature . 

The review of related literature was planned to meet three 
objectives: to determine the current thinking (as revealed in 

periodical literature) of educators and leaders in science— related 
industries concerning the work and training of v-he scientific 
secretary; to find an authoritative study of general secretarial 
skills and traits to use as a basis on which to build the skills 
of the scientific secretary; and to determine if the curricula of 
secretarial training programs in other specialized areas might 
provide guidelines in constructing a curriculum for scientific 
secretarial training. The review of literature was limited, with 
one exception, to what has been published in the last five years. 

Current thin king of educators and leaders in science-related 
industries regarding the work and training of the scientific 
secretary . There has been very little published about the work 
and training of the scientific secretary. Veon said: 

It has been found that a real shortage lies in the area 
of technical aides or assistants or secretaries. If engineers 
and scientists have to assume so much of their paperwork, it 
is quite obvious that there is a great loss of vital research. 
If the secretary is competent to assume much of this paper- 
work, and if he is interested in science and engineering 
problems, he will find that because of the demand and the 
fact that there are so few qualified individuals for this 
job, he will work up the ladder to a position in the bracket 
of middle management. ^ 

Veon continued: 

The technical secretary will have new duties to perform 
as well as to master present duties more skillfully. This 
person must have not only an interest in science but also 
at least a good general background of scientific knowledge. 
This will enable the secretary to handle scientific and 



1 Dorothy H. Veon, ’'Secretarial Education with a Future," 
Business Education Yearbook 1962, Chapter 1, pp. 6-7. 
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